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STATE OF ARIZONA 
DIVISION OF EMERGENCY MANAGEMENT 

PUBLIC ASSISTANCE PROGRAM 
 

STANDARD OPERATING PROCEDURES 
 
 

TRAINING 
 
I. ORIENTATION 
 
The Public Assistance Office for Federal and State declared disasters or emergencies are 
part of the Arizona Division of Emergency Management within the Department of 
Emergency and Military Affairs at the Papago Park Military Reservation (PPMR).  The 
Adjutant General of the Arizona National Guard is charged with overseeing civilian 
programs such as disaster assistance as well as the National Guard.  Several buildings 
located on the PPMR house the disaster recovery section of the Division of Emergency 
Management.  The new Public Assistance Coordinator (PAC) should become familiar 
with the locations of the Emergency Operations Center (EOC), the Office of the Director 
of Emergency Management and other key operating departments associated with 
Emergency Management. 
 
Included in the orientation process is a review of the Emergency Management Division 
and its responsibilities as well as Emergency Operations Center (EOC) operations and 
the specific duties of the Public Assistance Coordinator (PAC) during and after 
emergency operations. 
 
II. TRAINING 
 
“On the job” training will include familiarization with the administration of the Division 
of Emergency Management as well as a review of the communications systems, travel 
regulations, equipment used by PACs, etc. (see checklist).  
 
A new employee should become familiar with the following administrative forms: 
 

• Time Sheets (including applicable pay codes) 
• Request for Leave (full-time employees) 
• Request for Travel Approval (prior to making travel arrangements) 
• Travel Itinerary (submit before travel departure) 
• Travel Reimbursement Claim (submit upon return from trip) 
• If traveling in a state vehicle, be sure to check sign-out list in office.  The 

mileage log in the vehicle should be checked at the beginning of trip and your 
mileage should be added upon return.  The log stays in the vehicle. 

1 
Rev 5/08 



2 
Rev 5/08 

• There is a fuel card in the vehicle that most major gas stations will accept.  It 
should be inserted at the pump pay station; the odometer reading will be 
requested; after filling the tank, enter gallons and dollar amount on the vehicle 
log as well as the odometer reading.  The receipt should be attached to the log.  
When returning a vehicle the gas tank should be at least ¾ full.  Be sure to 
enter ending odometer reading on vehicle log.  Refer to the instructions in the 
vehicle to report an accident. 

 
III. PUBLIC ASSISTANCE PROGRAM TRAINING 
 
FEMA’s Independent Study programs are on CDs and are listed in this section.  
Electronic certificates are available for all successful completions of the on line tests.  
Completion of the following programs is required immediately following employment: 
 
 IS-630 -  Introduction to the Public Assistance Process 
 IS-631 -  Public Assistance Operations I  
 
These are available in the office.  See the Public Assistance Program Manager. 
 
The following Independent Study programs are also requirements: 
 
 IS100 – Introduction to Incident Command 
 IS-700 – National Incident Management System (NIMS), An Introduction 
 
  They can be completed on the web site shown below. 
 
The following list of FEMA Independent Study Programs may be helpful to both Disaster 
Recovery Specialists and Public Assistance Recovery Coordinators (PACs, AKA Disaster 
Recovery Coordinators).  They can be completed at your convenience.  Some may be 
available in this office.  As this list is updated frequently, go to the following web site 
for the most current information: 
  

www.training.fema.gov/EMIWeb/IS/crslist.asp. 
 
Recommended Independent Study Courses for both the Disaster Recovery Specialist 
and the Disaster Recovery Coordinators are: 
 
 IS-208  State Disaster Management 
 IS-253  Coordinating Environmental and Historic Preservation Compliance 
 IS-632  Introduction to Debris Operations in FEMA’s Public Assistance Program 
 IS-292  Disaster Basics 
 IS-860  National Infrastructure Protection Plan (NIPP) 

IS-279  Engineering Principles and Practices for Retrofitting Flood-Prone    
Structures 

IS-393  Introduction to Hazard Mitigation 

http://www.training.fema.gov/EMIWeb/IS/crslist.asp
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Specialized Training: 
 
 National Environmental Policy Act 
 National Historic Preservation Act 
 National Flood Insurance Program 
 Benefit-Cost Analysis 
 
Periodically, when there is a Federal disaster declaration, training classes will be held 
here at the Division.  The activities and reviews in these classes will give the new 
employee an overview of his/her position.  Any questions the new PAC or Disaster 
Recovery Specialist has can be answered during these sessions. 
 
IV. COUNTY EMERGENCY ORGANIZATIONS 
 
The new PAC and Disaster Recovery Specialist should be informed of the relationship of 
ADEM to county and local emergency management organizations.  (A review of the 
Disaster Declaration section of this book will provide information.)  In the event of a 
large disaster, the PAC may be assigned to a county EOC to act as liaison for ADEM 
during the occurring disaster and generally monitor the operation of the county EOC.  
The PAC may also assist in the identification of damaged areas for which emergency 
measures may be required.  When the preliminary damage assessment for the event 
begins, the PAC should be somewhat familiar with the damaged areas in that county 
and the approximate costs that will be incurred during the recovery process. 
 
V. FIELDWORK INFORMATION 
 
In the process of preparing for liaison or field work the PAC should have a working 
knowledge of the following: 
 
 Recovery Phones: 
  Hard Wire System 
  Cell Phone 
 
 Computer: 
  Data entry 
  Network 
  E-mail 
 
 Vehicles: 
  Rental: 
  Fuel 
  State: 
    Sign out 
    Trip Log 
    Fuel 



4 
Rev 5/08 

 ADOT Accident Report 
 
 Go-Kits: 
  Material List 
 
 Cameras: 
  Basic Functions 
  Shooting 
  Printing 
  Downloading 
 
 Global Positioning System 
  Status & Position 
  Waypoints 
 
 Special Considerations: 
  Clean Water Act 
  Clean Air Act 
  Fish and Wildlife Coordination Act. 
  Endangered Species Act 
  National Historic Preservation Act 
  Floodplain Management Requirements 
 
 U.S. Army Corps of Engineers 
  Nationwide Permit 
 



AGENCY BI-WEEKLY TIMESHEET

Employee Name (Last, First, MI)

Pay 
Code S S M T W T F Shift Attnd Code Total S S M T W T F Shift Attnd Code Total GL CO Charge Dept Project Activity

31 1 2 3 4 5 6 7 8 9 10 11 12 13
1

2 100(R) 8 8 8 8 8 40 8 8 8 8 8 40
3 300(V) 0 0
4 310(S) 0 0
5 311(FS) 0 0
6 320(H) 0 0
7

8

9

10

11

12

40 40

100 - Regular Pay 105 - Partial Day Absence 308 - Donated Lv Taken 320 - Scheduled Holiday 330 - Comp Leave 370 - Recognition Leave 630 - Industrial LWOP

101A - Staff Development 107 - Temp Emp Salary 310 - Sick Leave Taken 321 - Holiday Leave Earned 340 - Bereavement Leave 375 - Admin Leave (Paid) 640 - LWOP

102 - Excluded EE Extra Hours 300 - Annual Leave Taken 311 - Family Sick Leave 324 - Holiday Leave Taken 350 - Civic Duty 380 - Military Leave 800 - Comp Time Earned

01 - Bereave Spouse 06 - Bereave Natural Parent 11 - Bereave Grandchild 16 - Bereave Mother-in-law 26 - Fam Sick "In Loco Parentis" 31 - Fam Sick Step Child

02 - Bereave Natural Child 07 - Bereave Stepparent 12 - Bereave Brother 17 - Bereave Father-in-law 27 - Fam Sick Spouse FS - FMLA Self

03 - Bereave Adopted Child 08 - Bereave Adoptive Parent 13 - Bereave Sister 18 - Bereave Son-in-law 28 - Fam Sick Nat Child FF-FMLA Family

04 - Bereave Foster Child 09 - Bereave "In Loco Parentis" 14 - Bereave Brother-in-law 19 - Bereave Daughter-in-law 29 - Fam Sick Adpt Child IN - Industrial 

05 - Bereave Stepchild 10 - Bereave Grandparent 15 - Bereave Sister-in-law 20 - Fam Sick Nat Parent 30 - Fam Sick Foster Child

1 - First Shift 2 - Second Shift (5%) 3 - Third Shift (10%)

2/2/2004

Attendance Codes

Pay Period Begin Date:

Supervisor Approval

 

Grand Totals   

Employee Signature

Grand Totals   

Pay Codes

Shift

Work Schedule Process Level

Reason For Extra hours:  

Week 1

Department

Totals

EIN

TotalsWeek 2

2/20/2004Pay Period End Date: 2/13/2004 Pay Date:

HRIS04  11/2003
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